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Students’ introduction to ICT practical work

In practical work you will use computer systems to produce solutions to problems. A problem
could be something as simple as writing a letter or producing a poster for an event. It could
be more complicated, like working out the profit for a business month by month or producing

a set of address labels for customers who live in a particular postcode area.

An ICT problem is simply a job that needs to be done, and for which a computer system is

an appropriate tool.

To solve a problem properly, you will need to plan your work. If you just rush to a computer
and start work, you will find that your solutions are ineffective and do not actually do the job
properly. Part of your ICT practical work will involve learning how to plan, so that you end
up with a good solution to the problem that you are solving.

ICT professionals spend much of their time solving problems for other people. They need to
find out from their client exactly what is required. Only then can they begin to plan out the
solution. Once the solution has been produced, they need some way of agreeing with the
client that it really does the job. Because of all these considerations, they need to break down
the process of solving a problem into different stages. These are explained below.

Stages of solution
There are five stages in solving an ICT problem. They are as follows:

Stage What happens Answering the question

Analysis Find out what the problem is. What needs doing?

Design Plan a solution to the problem you have How will | do it?
identified.

Implementation | Produce your solution, following the design

plan.
Testing Test that your solution works as designed. Does it work?
Evaluation Measure how well your solution fits as a Does it do the job?

solution to the problem.

These are often called the five stages of the system life cycle. Four of the stages answer
questions. The last two questions are similar; they are to do with whether or not the solution
works. The testing stage is checking to see if your design has been implemented correctly (ie
whether things actually happen as planned). The last stage — evaluation — is checking that the
solution actually solves the problem. It is possible that your implementation works exactly as
planned, but that your design does not actually meet the client’s needs. We will now look at
each of the five stages in more detail.
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Analysis

The analysis stage of solving a problem involves talking to the client and finding out what
the problem is. The client is the person who has the problem you are solving. At the end of
this process you should be able to write a clear description of what the client needs. This is
called the problem specification.

The problem specification might be just a single sentence for a simple problem. In many
cases, it will seem so obvious that you might think it is silly to write it down. Remember,
though, that in business it is important to agree things in writing. You write down the problem
specification so that both you and the client are clear as to what you are going to do.

The problem specification on its own is not enough. If that was all you had then you could
end up solving the problem to your satisfaction, only to find that the client did not believe
that your solution did the job properly.

To get round this difficulty, you must also agree with the client what the output from your
solution will be. Again, this might be very obvious. The outputs to some simple problems are
given in the table below:

Problem Output requirements

Produce a set of address labels for customers | A set of address labels, correctly addressed to

living in postcode area NE4. the customers in postcode area NE4.
Advertise a disco. A poster advertising the disco.
Find out which stock needs reordering. A list of under-stocked items showing the

supplier, supplier telephone number and
number to reorder.

Find out what the effects of different price A computer model that predicts weekly sales
increases would be on weekly sales figures. figures according to price increases.

You cannot always tell the exact output requirements from the problem specification alone.
Information from the client should identify exactly what has to be output. For simple
problems, there could be just one output. For more complex problems, there may be a
number of outputs.

Once you have agreed the problem and the output requirements, you must identify the input
requirements. This is the data that will be needed to produce the output. This must be agreed
with the client at the start so that you know that what you need will be available. The input
requirements for the four problems outlined above are given on page 4.
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Problem

Input requirements

Produce a set of address labels for customers
living in postcode area NE4.

Customer names and addresses, including
the postcode.

Advertise a disco.

Time, place and cost of entry for the disco.

Find out which stock needs reordering.

Stock list with description of the stock,
supplier name, supplier telephone number,
reorder level, number in stock and number
to reorder.

Find out what the effects of different price
increases would be on weekly sales figures.

Rules for working out the weekly sales
according to prices.

There is one other thing that you have to produce during the analysis — the performance
criteria. This is a set of statements about the solution that will allow you to decide whether or
not it solves the client’s problem. Performance criteria are very important and you will learn
more about them on page 5. Firstly, however, you need to answer the following questions to

ensure that you understand what has been covered so far.

Questions

1 Copy the following sentences and complete them by choosing the correct words from

the list below:

analysis  client  criteria  evaluation
five  implementation  output  requirements
There are ...................... stages of solving a problem. They are ................... ,
design, ..o , testing and evaluation. During the first stage, the problem
specification is agreed with the .............................. JInput o are

determined and so are

requirements. Performance

will also be agreed so that the success of the solutions can be measured at the end,

during

2 Write out the following sentences to show at which of the five stages of the system

life cycle each of the described activities would be carried out, when the problem is to

produce a poster for a disco:

a Using a desktop publishing program to produce the poster.

b Talking to the organisers to find out details of time and cost.

¢ Deciding on what font size and colour to use to display the price.
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Performance criteria

When the solution is delivered to the client, there must be some way of measuring whether
or not it does what is needed. The client and the ICT professional must have some way of
agreeing whether or not the solution is a success.

Without any agreed way of measuring success, the ICT professional could have a client
claiming that the solution does not do the job properly and refusing to pay for the work. From
the other point of view, the client could find that they are being asked to pay for a solution

that is not up to standard.

The table below gives some performance criteria that might be agreed for the four problems
used as examples on page 3. In each case, the client and the ICT professional could check

the solution’s performance against the performance criteria to see if it meets them:

Problem Performance criteria

Produce a set of address The labels must be 7 cm by 4 cm and be printed in a two-
labels for customers living | column layout, ten to a page. Only labels for customers living in
in postcode area NE4. NE4 should be printed.

Advertise a disco. The poster must show the correct time, place and ticket price for
the disco. All the information must be accurate. The poster must be
eye-catching, on A4 paper and use colour. All information should
be readable at a distance of 5 m by someone with normal vision.

Find out which stock The list must show only stock items that need reordering. All the
needs reordering. items from one supplier must be grouped together. The list must
be in columns with the headings: Stock item, Number to order,
Supplier, Telephone number.

Find out what the effects | It must be easy to input the price increase. The resulting change
of different price in weekly sales must be shown in an obvious way. The model
increases would be on must predict changes accurately.

weekly sales figures.

Performance criteria are used at the end of a project to decide whether or not it has been a

success. However, they are also used in the design stage.

When the solution is being planned, the designer will keep the performance criteria carefully
in mind. Consider the poster example from the table above. When the designer is deciding on
the layout of the poster, the performance criteria restrict the size of paper that can be used to
A4. The designer may want to use a different size but the client specified A4 and, if the final
solution is not on A4 paper, the client would be justified in refusing to accept it and, more to
the point, refusing to pay for the work.

The designer also decides how to test the solution during the design stage and they will

design some of the tests to show that the solution meets the various performance criteria.
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Doing the analysis

In your practical work, you will not be able to discuss requirements with a real end-user.
Instead, you will be given copies of letters and other documents to examine. You will have
to look at these to analyse the problem.

Begin by reading whatever material you have been given. As you read, try to work out what
needs to be done; mostly this will be obvious. Once you are sure you know what the problem
is and you have written down the problem specification, look for the output requirements (ie
what has to be produced, printed or perhaps displayed onscreen).

When you have the output requirements, identify the data or other inputs that you will need
to produce the output. Finally, go through all the documents again looking for performance
criteria. Be careful when you are writing these. You might think of something really good that
the client should have. Do not put it in! The performance criteria are what the client thinks
the solution should do. It is not up to you to put additional items in. Do make sure, though,
that you include everything the client does want.
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Practical 1: The Junior Library

Newington Library has a junior section which caters for young people up to the age of 16.
Mr Jones, the librarian, is keen to computerise the library’s records and has sent a series of
memos outlining the requirements of the solution that is required. The first memo from Mr
Jones is shown below. He outlines some details about two files that the database will have:

members and books.

Memo
Members and books

Obviously, since we are a library, we need to store details about our members and the books that
we have.

Members sometimes ask if we have a particular book. Occasionally, they will know the title and the
author but, more often, they only remember the title. Some members can only remember one or two
words from the title. Often, if a member has enjoyed a book by a particular author, they will ask if we
have any more books by the same author.

We only cater for members from the ages of 12 to 16. When a member reaches the age of 17, we write
to them, pointing out that they are no longer eligible for membership and offering to enrol them in the
main library. We like to maintain a friendly atmosphere in the library and so, when we write to members,
we always use their first name at the start of the letter. Of course, the address label has to have the
member’s full name.

The library service is paid for by the local council and we have to provide them with statistical
information from time to time. For example, we must tell them the average age of our members and
also the percentage of boys and girls who are members.

Members, books, data and CSV files

The members

1 What does Mr Jones say in the memo that explains why the members file will need to

store the following data?
a Member’s date of birth.
b Member’s first name.
¢ Member’s street, town and postcode.
d Member’s sex.
2 Each member is given a unique six-digit membership number. Why is this necessary?

3 What two pieces of book data must the library store in the books file to meet the

requirements outlined in the memo?
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4 The table below is part of the design for the members file. Copy and complete the table
by selecting appropriate ranges for each data type from the list below. Some ranges

may be used twice:

25 characters 20 characters 15 characters
8 characters 6 characters 1 character
Field name Data type | Range
Membership number | Text
First name Text
Surname Text
Sex Text
Date of birth Date
Street Text
Town Text
Postcode Text
The books

At present, the longest book title in the library is .4 Connecticut Yankee In King Arthur’s Court, which
was written by Mark Twain. The author with the longest name is Mary Wollstonecraft Shelley,

who wrote a book called Frankenstein.

Each book is identified by a unique 15-character book number. For example, The Lair of the
White Worm by Bram Stoker has a book number 2-47049-70491-X. The final character of the

book number is a modulo-11 check digit.

1 Copy and complete the design table below to show the design for the books file:

Field name Data type Range

Book number

Title

Author

2 The check digit at the end of the book number is used to validate the number when it

is entered. A check digit will spot two common errors. What are they?
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The data and CSV files

The library has 60 junior members and over 150 books. To save time, the librarian has typed
out all the data about the members and the books. This data is stored in two special text files
called members.csv and books.csv. Copy these files to your directory. Once you have copied
the files to your directory, load Microsofty Word. Then open members.csv using Microsoftg
Word. Normally, Word looks only at files that end with the extension .doc.

You will have to tell Word that you Open RIX]
. . . tookin: [ Library -] & - & 0 B - Tools~
want to open a file with a different e
. . . e members.csv
extension. The simplest way to do this %
is to tell Word to look at all files, no iy

matter what the extension is. In Word,
go to File/Open to see the first dialog ]
box, as shown on the right. Now

. : E3)
click the Files of type drop-down Fovantes
menu. Change the entry from Word SEE e | =
Documents (*.doc) to All Files (*.%). Places  Fibs of type: - [al Fles (*.7) = o |

Al viord Documents (*,doc; *.dak; *.hbm; *,html; *,url; *;

You should now see the two CSV Word Documents (*oc)

web Pages and Weh irchives (*.htm; *.html; *.mht; *.mok

Document Templates (*,dot)

files, members.csv and books.csv. fich Text Fomt (*4) z

Open members.csv. You will see the members data needed for the library solution. Text data
in this format can be imported directly into a database file.

1 Examine the text stored in members.csv and then use the words in the following list to
copy and complete the sentences below:

comma CcSTV database Jfreld names frelds line lexct

The file members.csv is @ .........oooovvviiiiiin.. file, which is set out in a special format
so that the data it holds can be imported directly into a ........................ . A database
file stores records and each record is made up of a number of ........................... .

In the text file, one record takes up one ........................... . The data for one field

is separated from the next by a ........................... . The use of commas to separate
data values gives this type of text file its name. It is called a comma separated values or
........................... file. The first line of the members.csv file does not contain data. It
stores the ... .

2 Now use Microsofts Word to look at the other text file, books.csv. Answer the

following questions:

a The first line of books.csv is the field names for the data. What three field names

are given on this line?

b What is the book number for the third record in this file?
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Creating a new database file
The first step in the solution is to create a database file that will eventually store the data

from the CSV files:

New File v X
New
ﬁ] Blank Database
ﬁ] Blank Data Access Page

Project (Existing Data) Load the database program, Microsofte Access. If the
Project (New Data) Getting Started panel appears, select Create a new file
New from existing file to open the New File pane. On the New File pane, select

4] Chooss file... Blank database, to create a new database.

New from template
ﬁ] General Templates...
f] Templates on Microsoft.com

File New Database @
Savein: I Library | &~ " EH = Tools =
Enter the file name ‘Library’ in 2 Eobl e s
the File name box. Make sure &3]
that the Save in box is your I
network directory. Then click oy
the Create button to create R

your blank database.

B

Desktop

L
Favorites
File name: |L|hrary.mdh j Create
Save as £vpei [Microsoft Access Databases [*.mdb) ~] Cancel

i8 Library : Database (Access 2000 file format)

ieicoen A pesan At | € | 2 % 9 You should now see your blank database. There
oo | GRS may be various wizards available, but there will be

AR no entries under the table, query or other tabs

since, at present, your database is empty. You can

B R now close Access.
%) Pages

& Mamos
& Modules

Groups

(%] Favorites

Importing data from CSV files
In this section, you will be taken through the steps needed to import the data from
members.csv into your new database file. You will then be expected to import the books.csv

data without any further help.

o Open Microsofte Access. On the Getting Started panel, click More....
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(2

you created and saved in the

Find the blank database file that

previous section of work. Select

the database and open it.

Fle | Edt  View Insert Tools Window Help

[ Hew.. Chrl+h

= Open, ko
Get External Data 3 ’W‘
Close #+E  Link Tables...

0

Open

(3

Next, you must tell Access what type of
file you want to import and where it is.

Select Text Files (which includes CSV
files) in the Files of type box. Make sure

the Look in box is showing the

directory that you copied the two data
files to. Select members.csv and click

the Import button.

E Import Text Wizard

describes your data,

‘Your data seems to be in a ‘Delimited’ Farmat. IF it isn't, choose the format that more correctly

]

@ Delimited - Characters such as comma or tab separate each field

" Fixed Width - Fields are aligned in columns with spaces between each field

Sample data from file: CADOCUMENTS AND SETTINGS\ADMINISTRATORI\DESKTOPYMEMBEF

[4 iso1s4, Davia, ord,0s/01/1993,

1 Menbership nmadier, First name, Surnsame, DOB, Sex, 3trest,
[2 pzs7o6, Julie, Muir, 07/11/1989, F, 4 Uater Orton Roal
14197D,Mar:in, Skelton,01/02/1993, M, 42 Falmer Roa
M, 37 South Hill Park,
[ 168347, Joanne, Shilling,29/12/1983, F, 180 Stonshous
|6 173136, Christopher, Hass,16/01/1992, M, 48 Thornbury _

EIN|
] Bexk >

Adyanced.. | Cancel

3

Einish
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Look jn:
Histary
L

My Documents

Deskap

Ii

Favarites

=
=

My Metwark
Places

Select

‘@ Library j & - @& K 4 Bl - Tooks~

35 Library.mdb

File name: ‘ j = Open |
Files of kype: ‘Mlcrosoftnccess(*.mdb;*‘adp;*‘mda;*.mdej*.ade) j Cancel

File/Get External Data/Import.This tells

Microsofte Access that you want to import data from
an external file.

Import @
Lok in: [ tiorary ] @ X - Todls ~
- [Bbooks.csv
] Bl members.csv
Histary
e

My Documents
Vr":
Deskiop
(=
Favorites
=
G
= e game: =
My Network ‘ =l
Flaces Files of type: JTExt Filess (% txt*,csv;*. taby*, asc)

The Import Text wizard will open the file.
There are two different formats that are often
used. One is delimited, where a special
character —a comma in our case — is used to
separate data values. The other is fixed width,
where data values are padded out with spaces
so that they are the same number of
characters. The wizard should detect that the
file is delimited, but make sure that this file
type is selected before continuing. Then click
the Next button.
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The Import Text wizard will detect that the &) Import Text Wizard X

dehmmng character that Separates the f|e|d ‘\;V:?Fte\zteggl‘tr?{;:zf;j:;\‘rjue\il;vzle\ds'? Select the appropriate delimiter and see how your bext

values is a comma. However, it will not know Chaose the delimiter that separates your fields:

that the first row of the file contains the field Cb O s 6 o Coges O g [

n_ames' YOU mUSt Clle the F”.'St ROW Contalns I~ [First Row Contains Field Mames Text Qualfier:  [fnone} <]

Field Names box before continuing. :
embership number First name Surname [DOE o
ze706 bulie uir p7/11/ 1989 j
141970 [artin FEkelton p1/02/1993
N50164 [Darricl ril ps/01/1993
68347 boanne Bhilling  po9/12/1993
173136 Christopher Moss l6/01/1992 v‘
A : o]

Advanced... Cancel <Back et > Arish |

B Import Text Wizard @

What delimiter separates your fields? Select the appropriate delimiter and see how your text
is affected in the preview below,

Chonse the delimiter that separates your fields:

Comb C s € come  Com O oten [ 0 When you click the First Row Contains
Field Names box, the wizard will grey out

|7;FirstEowcantainsFie\dNames i Text Qualifier:  [Hnone} = . e
’ the first row to show that it is not data.
e e e B Check that the wizard looks like the
125705 Pulie uix bv/1i/19%8 j picture on the left and then click the Next
141970 artin Fkelton p1/0z /1993
150184 David rd pE/01/ 1953 button to move on.
168347 Joanne Fhilling F9/12/1993
173136 Christopher [Moss 16/01/1982
173253 Phillip [Erounlow p7/09/ 1989 v|
TN ' >

Advanced... Cancel <Back Next > Ersh |

B Import Text Wizard g|
You can store your data in & new table or in an existing table.
The wizard will now ask where the data is .
. . . ‘where would you like ko stare your data?
to be put when it is imported. In Microsoftg B EEEET
Access, data is stored in tables. Access will ¢ e Esenng aEe ] =
set up the new table for you and import the
data to it. However, you do need to check

that Access has correctly identified the data T e R TR ECE E
types for each field. You will need your enoms sl e i o
design for the members file, as required by teese? i T o
question 4 (see page 8). Make sure that the 175253 Prillip  Browslow  p7/oa/ises g
option In a New Table is selected and then ] ]

click Next.

Adyanced. ., Cancel < Back et > Enish |

. Impori Tox Wi & @ The wizard will think that the first field -

R e e 2 e e e Membership number — is a number (Long
Pl Options Integer). Your design should show that it is
e :E”"E'S“‘”””mbe’ S — - text. Tell the wizard that this field is text by
R L) =y selecting Text from the drop-down list of

data types.

AR j You select a field by clicking on the field
fies B name at the top of the column. Check
beconlow  p/os) 1sos that the Date of birth field is set to Date/

' Time and that all the other fields are set
to Text.

|-

Advanced... Cancel <Back et > Frich |

When you have checked all the data types,
click the Next button.
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@ Access will offer to add a primary key (key

field) to the data. You do not want this to

happen. Select the Choose my own primary

key button.

£ Import Text Wizard X

Micrasoft Access recommends that you define a primary key for

B Import Text Wizard E‘

Microsoft Access recommends that you define a primary key for
L= wour new bable, A primary key is used to uniqusly identify asch
record in your table, It allows you to retrieve data more quickly.

1 s e
2w
3w
2w e
&

i+ Let Access add primary key,

€ {Choose my own primary key.  Membership number |

Mo primary key.

Menbership number |First name [Surname DOE
125706 Pulie uir p7/11/1d
141370 artin fkelton pisoz/ 1
150154 [Dawid rd ps/01/ 1
165327 Toanne Bhilling Bo/12/1
173136 [Phristopher Moss Les01/L
173253 Fhillip Brownlow p7/09/ 1! 'l
Al &
Advanced... concel | <mack Nt > Fnch |

When you select the Choose my own

=

1 s s
2w e
3w e
P
& e

your new kable. A primary key is used ko uniquely identify each
record in your table, It allows you to retrieve data more quickly,

" Let Access add primary key.

1

primary key option, the extra field that the
wizard put in will disappear. Make sure

% Choose my own primary key,  Membership number j

¢ Mo primary key,

Membership nuber First name  |Surhams DOE

uir p7/11/ 1989 e
Fkelton 01/02/1993 j

el p&/01/1993
Fhilling R9/12/1993

GEL] 16/01/1992
Erownlow p7/08/ 1989 "

3

Advanced... ‘

Cancel

< Back et > Einish |

@ Finally, the wizard will check that the table

name it has chosen is suitable. We are
going to put the letters ‘tbl" in front of the
names of tables in the database, so change
the Import to Table box so that it contains
the word “tbIMembers’. Now click the

that Membership number is selected as
the primary key and then click Next.

& Import Text Wizard El

That's all the information the wizard needs to import your data,

Import to Table:

[oEEE

Finish button.

&= library : Database (Access 2000 file format)

open Bf Desian ghew W 2n -
Lop Design "= 5 oo i

Objects

@ Queries
Forms
B reports
% Pages
& Macros
Modules
Groups

(3] Favortes

Create tabls in Design wiew
Create table by using wizard

Create table by entering data

tbiMembers

The books data
You have just seen how to import data from a CSV file. Now use the same method to import
the data from the books.csv file into a table called tblBooks with the Book number as its
primary key. All the fields are of Text data type.
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™ Display Help after the wizard is Finished.

Advanced...

Cancel < Back.

| [eneh

You should now see the database window with
the new table, tbIMembers. If you open
tbIMembers, you should see all the member
data that has been imported.
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Completing the table

At this stage, you have imported the members and the books data into tables in the database.
If you have followed the instructions carefully then each of the fields should have the correct
field names (from the first row of data in the CSV file) and the correct data type, which you
checked during the import process. However, the range for each field has not been set.

You will need to look at the two designs (see page 8) you completed where you decided
what range values to use for the fields in the two files. You are going to open the database
and change the structure of the two tables to match your design.

EREIC7 EENEE B o Open up your database and make
T ferbersprumber__ Tox E sure that you have the Tables tab
Sunane SO selected in the database window. You
= To should be able to see the two tables
posribte Tot that you have imported, ie
tbIMembers and tblBooks. Select
g tbIMembers and then click the Design
Pkl Propertes button to see the table in design view.
sl It should look like the picture on the
ek left. You should see a list of field
ety e names and data types. Notice that
L i Membership number has a small key
R B e icon beside it showing that it is the
T T CkeecO primary key field for this table.
N e

At the bottom left-hand corner of the screen, you will see some additional information about
the currently selected field. The field size for text fields will probably be the default value of 255.
Select each field in turn and change the field size value to whatever you decided it should be in
your design (see page 8).

Q When you have completed setting up Microsoft Office Access
tbIMembers, close the window. You
will be asked if you want to save the
changes that you made. Click Yes.

Aipronch Oifics Ascasa @ Microsofte Access will then
Crpstmme e warn you that, if you have
A ‘The setting for the FieldSize property of one or more fields has been changed to a shorter size. If data is lost, validation rules may be violated as a
R chosen too short a length for
— the text fields, data will be
lost. Click Yes.

Click this button to see the data

K Microsuft Access

After setting up tbIMembers, do the same for tbIBooks.
You have been working on the tables in design view. You
can switch between design and data view using the tool
bar. Open up one of the tables in design view and click

Elle /Edit Wiew Insert Tools ‘window  Help

B-Ex & B e

E thiBooks : Table

. . Field Mame Data Type
the Data Sheet View tool to see the data in the table. e ranber i
S s
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Click this button to return to design view

In data sheet view you see the data that is in the table.
The data sheet view tool changes to a design view tool
and the icon changes to a set square, ruler and pencil.
Clicking this tool returns you to design view. Practise
moving between design and data view.

E Microsoft Access

¢ Edit ¥ew Insert Format Records 1

c- Ha By s

& thiBooks : Table

|| Booknumber | Title |
Dark Night's * Elizabet}

1-15611-97903- Initials Only Anna Ka
. 1-23424-56743- The Lost Contir Edgar Ri

Selecting the data

So far you have set up two tables to store data. The table thIMembers stores all the data about
the members and tblBooks stores all the data about the books. Data view can be used to see
all the records and fields in a table. However, normally you would only need to see some
fields and some records. Hence, you need a way of telling Microsoftg Access which fields and
which records you want to see. This is done using a query.

A Microsoftg Access query allows you to select the fields and records that you want to see. Set
up a query in design view and then switch to data view to see the information you want.

This shows which table the data
is being selected from

This line says which Frstnome g
fields are involved in L bpame
e \ DOE he
the query either to
select records or to )
be printed
T —>  Figld: |First name Surname Membership numbe
o Table: |thiMembers thiMembers thiMembers
The criteria line says Sort: Ascending
which records are chonsl [ 4 |
. Criteria: | "Mark!
to be selected, in v 2
this case, records <
where the first \
name is Mark \
The sort line allows you to A tick in this box means that
sort the output the field is to be printed

The sample query above selects all members from tbIMembers whose first name is Mark. It
prints their surname and membership number and the output is sorted in alphabetical order
by surname. Look at the way it is made up. You need to understand which parts of the query

do each of the following, ie tell the query:

e which table contains the data it is to find

e which fields are to be shown

e how to select the records that are to be shown

e the order in which the information is to be displayed.
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Implementing queries

g Library : Database (Access 2002 - 2003 file format)
(77 open & Design ml X |2

o Open the library database and select

Objects 2] create query in Design view 3 .
] Tables L;EH Create query by using wizard the QuerIeS tab n the database
ErE window. Click the New button and
& Foms make sure that Design View is
8 Reports e selected in the dialog box, then
L 3 a - - .
o ] S ey wrd click OK.
Macros = F!nd Duplicates Query le_ard
% Modules Create a new query without using Find Unmakched Query Wizerd
a wizard.
Groups
&l Favorites
o (o
Show Table PIx)
[2) Select the table tbIMembers in the Show Table Teblss uetenh poth o} ﬂi-
dialog box and click the Add button once. ook
.
Then close the dialog box. You should see

tbIMembers added to the tables section of ‘
the query.

= Query1 : Select Query |Z”E”g‘

9 The tables section of the query shows
the table that the query will select data
from. You can see each of the fields
that make up the table. If you want to

tblMembers

First name
Surname
DOB >

am 2 include a particular field in the query,
L - A drag it from the table to the query
Cstﬁﬁii o - - - grid below.
“am » s

Q Complete the query grid by dragging the three

fields, ie first name, surname and membership
number, to the grid. Type ‘Mark’ on the Criteria
line under First name. You do not need to type i
the inverted commas, Microsoftg Access will s
add these to show that it recognises that you e

have entered text in this space. Clear the tick e — -

show:

from the Show line for First name since it is not G —

art

to be printed. Select Ascending for the Sort line aim
under Surname.

Ascending

[m]

W Query! : Select Query @ Click the View Data Sheet tool (it is in the top left-hand
terams | Mewherhi, tumb:: corner) to see the results of the query. You should see four
McDermatt 673057 names displayed. Close your query. You do not need to
Thomson 931513 save l.t

Wyilkinson 853455
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Queries: Try it yourself

In this section, you are asked to use queries to find information from the database. In each
case, you should produce a printout showing the query you used in design view and the
results. A sample of what is required is shown below.

You cannot print out the design view of a query directly from Microsofts Access. A simple
way to obtain the design view printout is to use the Print Screen key to copy the computer
screen to the clipboard. You can then open Microsofts Word and paste the clipboard to
it. You will then have a copy of the screen showing the query in design view. Print this
out. Print the data view directly from Microsoftgy Access, cut it out and paste it underneath
the design view printout that you have already produced. Write the question that you are
answering at the top of the sheet. The final result should look similar to the illustration below:

Question 1: List of books written by James Fenimore Cooper

2! Query]l : Select Query |:|@|b__<|
o

b
£ fir]| X

Figld: | Title Author
Table: |thlBooks thiBooks

Sort:
Showy:

Criteria: "James Fenimore Cooper”
or:
o

Authar
James Fenimore Cooper
James Fenimore Coaper

Complete each of the following tasks.

1 Produce a list of books written by James Fenimore Cooper. Remember to stick the list
and the printout of the query onto a sheet of paper as shown in the example above.

2 A member would like you to find out the author and title of a book. They can
remember that the first word of the title was ‘My’” and that the author was female. (Hint:
Use the wild card character (ie *) to find titles that start in ‘My’, ie My*.) Remember to

stick your results onto a sheet of paper.

3 A member remembers a book that had the word ‘adventure’ somewhere in the title. Can
you find a list of possible titles? (Hint: This time you need to use the wild card twice
in the same criterion.) Stick your list and the printout showing the screen dump of the
query onto a sheet of paper.

4 Produce a list of members who were born on or before the 26/6/1990. The list should
be sorted in ascending order of surname and it should give the first name, surname and

date of birth of the member. Stick your answers onto a sheet of paper as before.
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5 Produce a list of members who were born in 1989. The list should give the first name,
surname and date of birth and be sorted in ascending order of date of birth. Stick your

answers onto a sheet of paper as before.

Adding interaction to queries

The next step is to make the queries more generally useful. At present, the user would have
to create a new query to obtain each separate piece of information. What we need is a way
of setting up a general query, so that the user does not need to go into query design mode
to find out information.

This is easy to do and an example should make it clear. In the previous section, you entered
criteria to tell Microsoftg Access which records to select. Instead of entering the criterion in
design view, you can type in a prompt to ask the user to enter the criterion. The prompt is

entered in square brackets. An example might be:
[Enter the member’s surname]

Now, when the query is run, Access will display the prompt and the user can enter the
criterion without having to go into query design view. The same query could then be used

over and over again.

Follow the steps below to see how this works.

@ Create a new query based
= on tbIMembers. Add the
perberinon fields membership
e number, first name,
s - a3 surname, street, town
Field: |Membership number | First name Surname Street Tawn Posteade - and pOST:COde to the
Tg::,? thiMembers thlMembers thiMenbers thiMembers thiMembers tolMembers 3 query grld
o 2
ar: _— E s

e NOW type [Enter MemberShlp TF\E:dE IMermbership nurmber First name Surmnanne Street Town ﬂ
number] n the Crlterla box goﬁ; thirMembers thiMembers thiMembers thirMembers thiMembers
for the membership number e
. nitena: | [Enter Membership number ]
field. Remember the square o
brackets; these tell Access =
that the actual criterion will 4 L,—'
be entered when the query
is run.

e Use the File/Save command to save the
query. Give it the name ‘qryMembership

e —— Number’. Notice that we put ‘gry’ at the
[qryMembershiphiumber] _ 3 start of query names. This makes it easy to
distinguish them from tables, which had

names starting with tbl. When you have
saved your query, close it.
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e Now you can see your query i Library : Database (Access 2002 - 2003 file format) ([(=1.3]
saved in the database window 5 open WL
W|th the QUeHeS tab Selected Objects @ Create query in Design view

When you open your query, you D rables | (& cr
. . = Ry =T
will be prompted to input a | 5 Queres
membership number. = o
i@ Reports
Enter Parameter Value @ i Rreoes
2 Macros
Enter Membership Number 22 Modes
l ] Groups

I OK l [ Cancel 1

Enter 244046 as the membership number to check that you get Paul Brown’s details.

el [Henborshp T — @ The query that you have created is called a parameter
o query because the criteria row value is put in when
nteis: | Te [ Hembership romber] ] the query runs. You may spot a problem with your
_ query. Wild cards do not work. Try it by entering ‘2*
' ' as the membership number that you want. This
. should produce a list of members with a membership

number that starts with a 2. You will find that you do
not get any results with your query. The solution is
quite simple. Go back to design view and change the
entry on the criteria row, putting the word ‘Like" in
front of your prompt.

Test your final version of the query as follows:
1 Produce a list of members with a membership number that starts with 2.

2 Produce a list of members with a membership number that ends with 4.
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Practical 2: Finding a Book

You are going to use a parameter query to produce an easy way for the librarian to find the
full details of a book when just the title or part of the title is known. You will also learn how

to design a test plan for a query and to perform testing.

Finding a book analysis

Junior library members often arrive at the librarian’s desk asking if a particular book is
available. They often know the title of the book but sometimes they know only part of it.
The librarian needs a system which will allow her to find full details of books, given part or
all of the title.

The performance criteria are:
1 The system must produce full details of the book, ie book number, title and author.
2 It must be possible to find the details when the full title or any part of the title is known.

3 If there is more than one book in the list, the list should be sorted in order of author
and then in order of title.

4 The list headings must be in the order of book number, title and author.

5 The solution must be easy to use since the librarian cannot be expected to
design queries.

Finding a book design and test plan

You should design your query based on the grid below. However, you will need a little more
information about sorting before you can do this. Microsofty Access sorts the first field in the
query grid that has sorting set and then the next. If you want the list sorted in order of author
and then in order of title, you need the author field to be further left than the title field.

Unfortunately, the performance criterion for printing asks for the fields to be the other way
round. You can get round this problem by putting author and title on the query but clearing
the tick so they do not print out. Set the sorting on these two fields. Then put book number,
title and author on the grid with the show box ticked so that these fields print. This means
that title and author appear on the query grid twice — once to produce the required sorting
and once for printing.

Copy the following grid and use it to design your query:

Query name: Based on table:

Field

Sort

Show

Criteria
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Test plan

Test plans are an important part of design. The test plan is the section where you say how
you will make sure that your solution works. One purpose of testing is to make sure that
your solution provides the correct answer. Another is to show that your solution achieves the

performance criteria.

Your test plan will, therefore, indicate how you intend to show that your solution works
correctly and how it achieves the performance criteria. You do this by saying what data you
will input and what output you would expect to get if your solution was working correctly.

It is not enough to show that your solution works under normal conditions. Your testing
should try to expose any weaknesses. Therefore, test extreme conditions as well as ordinary
conditions. In some cases, you would need to test that your solution dealt with incorrect data

as well.

In the case of the particular query that you are designing here, you should select test data

that will result in the following outputs:

e A list containing one book only. This is an extreme condition. This output can also be

used to show that your solution achieves performance criteria 1 and 4.
e A list containing no books at all. This is an extreme condition.

e A list containing books by several authors with at least one of the authors having several

books in the list. This will test that the list is sorted properly, ie performance criterion 3.

To show that your solution fully achieves performance criterion 2, your test data should
include a search when:

e the full title is known
e the start of the title is known
e the end of the title is known

e words from the middle of the title are known.

Use the layout on page 22 to complete a test plan for your solution by copying the table and
filling in the spaces. The test plan should be done without using the database. If you set up
a query, produce some output and then write down what you got as your expected output
then you have not really tested your solution at all. Use the printout of the books data to
find out what output you would expect to obtain for each of your tests. Your teacher may
give you a printed list of books. If not, print out your own version of the list by using the
file booklist.doc.

Finding a book implementation
Completing the test plan is the final stage of the design process. Now implement your design.
Set up the query exactly as you designed it. Make sure that you give it the name specified

in your design.

Show that you have implemented the query by printing out a screen dump showing the query
in design view. Stick your printout onto a separate piece of paper and write on it how it is
designed to work.
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Test | Data used/action

Purpose

Expected output

Enter the title:
Tom Sawyer

To test the extreme condition
when only one book is in the
list. Also check that all the
required information is present
in the correct order.

9-15526-91021-2 Tom Sawyer
Mark Twain

To test the extreme condition
when there are no books in
the list.

3 | Enter the title:
An*

3-80501-62490-X Anthem

Ayn Rand

8-01882-70737-3 Anne of Avonlea
Lucy Maud Montgomery
3-80264-08357-9 Anne of Green
Gables Lucy Maud Montgomery
5-63759-33390-2 Anne of the
Island Lucy Maud Montgomery
8-70613-00341-4 Anne's House of
Dreams Lucy Maud Montgomery

Enter the title:

4
*red*
4-96950-37861-7 From London to
Land’s End Daniel Defoe
c 9-69721-64410-4 Notes from the

Underground Fyodor Dostoevsky
5-63759-33390-2 Anne of the
Island Lucy Maud Montgomery

Finding a book testing

Once you have the query set up, you must test it by following your test plan. Produce a series
of five printouts. Each printout should show one of the tests being done. The printout should
have the test number so that it can be cross-referenced with the original test plan. It should

also show the information that the query produced and it should have written on it whether

or not the test shows the query working.

Finding a book evaluation

Evaluate your solution to the problem. Refer to the performance criteria and to anything in

the testing that could be considered evidence for having met any of the criteria.
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Practical 3: Mailmerge Letter

When solving The Disco Ticket problem (see Practical 1, GCSE ICT Practical Conrse Pack 1),
the mailmerge feature of Microsofty Word was used. One ticket document was created and
merged with a file of numbers. When the mailmerge was carried out, Word created a separate

ticket corresponding to each of the numbers in the numbers file.

A Word document can also be merged with data from a database. When the merge is
performed, you get a copy of the document for each of the records in the database.

Memo
Members who are too old

Once the document and the

database are linked, fields can

be inserted into the document, We are all very excited about the new database. It is working

When the merge is done, each very well and we are finding it a lot easier to answer members’

document has one set of data
inserted, corresponding to one
record. This allows personalised

questions about book titles and authors.

You will remember that we need to write to members when
they reach the age of 17. In fact, to make things simpler, we

only write once a year in August. Any member who is 17 on or

letters to be produced from one before the 1 August that year is sent a letter.

basic mailmerge document.
Could you design a system that we can use to produce these

The document can be linked to letters each year?

a query in the database. This Obviously, it is important that the system produces letters only
for the correct people, so | would like you to test that your
solution works using the members’ data | supplied. That data
was correct for the year 2006 so you should be able to produce
letters for members who were 17 on or before 1 August 2006.

allows you to produce mailmerge
documents for selected records
only. You could, for example,

write a letter linked to those
| have provided a Microsoftg Word document that is a copy of
the letter we sent out last year and | would like your solution to
use the same layout.

members who were born before a
certain date.

Mailmerge design and test plan
Read the memo above, which was written by the librarian Mr Jones, about members who are
too old for the junior library.

Choice of software

Your solution to this problem will use Microsoft, Word and Microsofts Access. Explain what
part each of these two applications will play in your overall solution and say what features
it has that make it suitable.

a  What will Word be used for in the solution?

b Why is Word suitable for this task?

¢ What will Access be used for in the solution?

d Why is Access suitable for this task?

Performance criteria

Find two performance requirements that Mr Jones identifies in the memo. Write them out on
a separate piece of paper.
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Design of the letter

Since you have already practised designing documents in earlier practicals (see GCSE ICT
Practical Conrse Pack 1), you are not going to design the letter. However, you will need to do
some preliminary investigation so that you understand how the letter will have to be produced

when the solution is implemented.

Last year’s letter is stored in the directory with the other files that you have used for this
problem. It is called Mletter.doc. Copy it to your own directory.

Now print out a copy of the letter. When you create your mailmerge document, some of the
information in the letter will be entered as merge fields. There are seven different pieces of
information on the letter that will be inserted as merge fields when you create the letter. One

piece of information appears twice.

Circle and label each piece of information that will be a merge field in your solution. For
example, you will circle the word ‘James’ and label it ‘First name’. Make sure that you use the

correct field names from the database.

Now complete the design for the top part of the letter by copying the diagram below
and writing the field names in the appropriate spaces. Each field name is placed between
triangular brackets to show that it is a merge field rather than ordinary text. Use the printout

of the letter and your labels to help you complete this design.

< > < >
< >

< >

< >

August 2006

Membership number: < >

Dear < >

Our records show your date of birth as < >, which means
that you were 17 years old on or before 1 August this year. You are, therefore, no

Design of the query

Copy and complete the grid on page 25 to show the design for the query that will allow the
librarian to select records of members who are 17 years of age on or before 1 August 2000.
You may be tempted to use a parameter query for this task, so that it can be easily used next
year. However, this would cause some problems when you link the query to the letter. You
may need some extra space to write out your criterion.
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Name of query: Table that query is based on:

Field

Sort

Show

Criteria

Design of the test plan

Read the following test plan carefully and then copy and complete it:

a letter.

solution is working correctly.

part of your answer to the questions on page 18]

| plan to test my mailmerge solution using the data for 2006. Firstly, | will use a query to sort
the members by date of birth and copy out the names and dates of birth of any members born
in 1989. Then | will look at the list | have copied and circle the names of any members who are
17 years of age on or before 1 August 2006. This will tell me which members should receive

When | have implemented my solution, | will perform the mailmerge. | will compare the letters
produced with my expected output to see if they are the same. If they are, | can assume my

The members born in 1989, in ascending order of date of birth are [you produced this list as

Member's name

Date of birth

Ensure you have circled the members who should receive a letter.
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Mailmerge implementation
There are three stages to implementing your solution:

1 Set up the query in the database.

2 Create the basic mailmerge document, linking it to the query that you have already
set up.

3 Perform the mailmerge to print the letters to the members.

At one point or another in this course you have already done each of these three things, so
this time there is no step-by-step guide to help you (see Practical 1, GCSE ICT Practical Conrse
Pack 1 and Practical 1, page 16).

Set up the query. While still in the database, test that your query works. It should produce a
list of two members who were 17 years of age on or before 1 August 2000.

Now load in your copy of the letter. Use Tools/Letters and Mailings/Mail Merge wizard...
to create a mailmerge document (of type Letters, using the current document). When you
open the data source, ensure that you choose files of type Access Database. When you select
the database, you will have the opportunity to link your letter to any table or query in the
database. Make sure you link to the query that selects the members who were 17 years old

on or before 1 August 2000.

Return to the letter and replace each of the various data items with merge fields, following

your design plan to create a mailmerge document.

Finally, go to Step 5 of the wizard to preview your letters. There should be two letters — if
you have made any mistakes, go back and correct them. If not, proceed to Step 6 and print

out your letters.

Mailmerge evaluation

Evaluate your solution against the two performance criteria that you identified. Refer to
your test printouts to back up any claims that you make in your evaluation. Complete your
evaluation by discussing how easy it will be for the librarians to use this solution in future

years. How could the solution be improved?
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Practical 4: Library Book Issue

Book issue analysis
Read the following memo about the book issue system:

Memo
Book issue system

Thank you for the work that you have already done. We were wondering if it would be possible to
update our book issue system.

We need a system that will allow us to keep track of which member has which book on loan and the
date when the book was issued.

I know that many libraries use bar code systems which allow them to record this type of information.
| realise that we do not have the equipment to do this.

Would it be possible to set up system where the bar code numbers were entered manually, so that we
could evaluate whether or not it would be worthwhile buying bar code readers? The system should only
allow valid data to be input.

When books are issued, we would like to have the member’s name and the book's author and title
automatically displayed on the screen.

If we are using a computer then it would seem reasonable to have the date of the loan input
automatically so that the librarian doesn’t have to type it in.

If a member has had a book for more than three weeks, we send a postcard to them. The system must
automatically produce address labels to stick on these postcards. Of course, we do not want to repeat
labels that have been sent out in previous weeks.

1 When a book is issued, three items of data must be input. What are they?

2 There are two distinct sets of output required from the system. These are described in
the memo. One set is temporary and the other is printed. What are they?

3 Identify the performance criteria for the book issue system. Copy and complete the
following table:

Number | Hint Performance criteria

1 Screen display.

2 Validation.

3 Date of loan.

4 Address labels.

4 Since the database already stores the members’ and books’ data, it is necessary to use
Microsoftg Access.
a What other application could be used to help solve this problem?

b What would this application be used for?
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Book issue design

When a book is issued, the librarian needs to record the membership number of the member
borrowing the book, the book number and the date. No other information is needed. If the
membership number is known, the member’s details can be found from tbIMembers. If the

book number is known, the book details can be found from tblBooks.

A new table will be needed to store the loan details. The design for this table is
shown below:

Table name: tblLoans

Field name Data type Range Comment

Loan number Autonumber Key field

Membership number | Text 6 characters

Book number Text 15 characters

Date Date Should automatically be today’s date

The Membership number and Book number fields in this table will be used to link to the
two other tables that store membership data and book data. It is very important that the data
type and ranges chosen for these fields are exactly the same in this table as they were in the
original tables, otherwise the links between the tables will not be possible.

When a book is issued, the librarian will input the membership number and the book number
using a form displayed on the computer screen.

These will be entered using a special drop-down list of valid

numbers, which will ensure that the design meets the requirement | v |

to allow only valid data to be input. When the entry screen design Drop-down list symbol
is produced, the drop-down lists are shown using the symbol on
the right.

When the librarian clicks on the arrow, a list of valid numbers will be shown. The librarian

can also type in the number, but only valid numbers will be accepted.

Part of the input screen design is shown on page 29. Copy and complete the design to
show where the other information that the librarian wants to see on the input screen will
be displayed. The information will be displayed in ordinary boxes, like the date box — not
in drop-down lists. Reread the memo on page 27 if you do not remember the additional
information that is to be shown on the input form.

The form will be given the name frmBooklIssue.
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Drop-down list of Drop-down list Today's date

valid membership of valid book automatically
numbers numbers shown in format
Arial 8 point text Arial 12 point text / dd/mm/yy
Newington Junior Library Computerised System /
Y
Book Issue Screen
Y Y \

Membership number |:|z| Book number |:|z| Date |:|

The form used for the input screen will be based on a query. The query is needed to bring
the data together from the different tables. The design for the query is given below.

Note that, since the query is using fields from more than one table, we should now say which
table each field is from. The membership number and book number must be taken from

tblLoans, since we are creating a new record in this table that needs new values for these

two fields.
Query name: gryBooklssue Based on tables: tbIMembers, tbIBooks, tblLoans
: Loan Membership Book : )
Field number number number Date First name Surname Author Title
Table tblLoans tblLoans tblLoans tblLloans  |tbIMembers |tblMembers | tblBooks tblBooks
show | v | v | v | V] vl [ v [ ]
Criteria

A design layout is also needed for the address label that will be stuck onto the postcard that is
sent as a reminder to members with overdue books. As you saw in The Disco Ticket problem
(see GCSE ICT Practical Conrse Pack 1, page 7), labels come in various standard sizes. A suitable size
for an address label to be used on a postcard is about 4 inches wide by 2 inches high.

Complete a design to show how the label will be set out. You need to show the layout for
a single label and also for the whole page. (Refer back at the layout diagrams for The Disco
Ticket problem if you are not sure what to do.)

The label will be linked to a query in the database called qryOverdue, which automatically
selects members who have books that have become overdue within the last seven days. If
a book has become overdue, it must have been taken out between three and four weeks
ago. Books taken out more than four weeks ago and not returned will already have been
dealt with.
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The criterion <Date()-21 will select book loans that were made over three weeks ago. DateQ)
is a way of referring to today’s date and Date()-21 is the date 21 days (three weeks) ago.

However, you need to exclude books taken out more than four weeks ago, since reminders
will already have been sent. The criterion >=Date()-28 will ensure that only loans taken out
three weeks ago are included. You could use the criterion <Date()-21 AND >= Date()-28 or,
as shown in the query design below, you can use the date field twice in the same query:

Query name: gryOverdue Based on tables: tbIMembers, tblLoans
Field First name Surname Street Town Postcode Date Date
Table tbIMembers | tbIMembers | tbIMembers | tbIMembers | tbiIMembers tblLoans tblLoans
Sort
show ||| /] /] /] /] /] /]
Criteria <Date()-21 | >= Date()-28

Book issue test report
The book issue system will be tested by adding six records to make sure that data can be

added using the form displayed on the input screen.

Once it has been shown that the system will accept valid data, it will be tested to make sure
that invalid data cannot be entered. An invalid membership number and an invalid book
number (with the wrong check digit) will be entered. Also, the same book will be issued to

two different members.

A further three records will be added on a different day to make sure that the date is being
stored automatically. The query will need data from tblLoans to identify the overdue books

and from tbIMembers to provide the name and address of the member.

The labels for the postcards will be tested by changing the dates in thlLoans, so that of the
nine records entered, three are overdue, three are not overdue and three are more than 21
days overdue. In each group of three, one of the records will have a date that is the boundary

date for the group.

Data for Test 1: Set of six book loans to be input
The purpose of the test is to ensure that the screen entry form is usable, that it displays the
information as required and that data is correctly added to tblLoans.

Input Action Expected output/results
The member’s name, the book title and author should be displayed
automatically on the form as the membership number and book number
are entered.
Screen display should show:
141970, 1-59507-33132-7 Martin Skelton The Dawn of A Tomorrow, Frances Hodgson Burnett
177028, 3-69387-22900-6 | Data input Kathryn Richardson Options, O Henry
393168, 2-47049-70491-X | using the data | Rebecca Elliott The Lair of the White Worm, Bram Stoker
946287, 9-78636-58740-0 |entry form Gemma Berson The Bridge-Builders, Mark Twain

frmBookissue. || aura Brown

Stephen Reed

944377, 1-29388-99850-1
514148, 6-76573-07826-2

The Man Who Knew Too Much, Gilbert K Chesterton
Uncle Tom’s Cabin, Harriet Beecher Stowe

Changes to tblLoans:
Six records consisting of the membership numbers, book numbers and
the current date added to tblLoans.
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Data for Test 2: Invalid data entered
The purpose of this test is to check that the system will not accept invalid data.

Input Action Expected output/results
No member details shown
. Book details: The Man Who Knew Too Much,
Data entered using i
Gilbert K Chesterton
2.1| 123456, 1-29388-99850-1 data entry form o e
frmBooklssue. Error message indicating that data is invalid. Data not
accepted. Following action (2.2) carried out without
closing the form.
Membership number
h li
changed to a valid Member’s name, Adrian Reed, displayed. Book details
number. Book number o
2.2| 279882, 1-29388-99850-2 o should blank out. Error message indicating that data
changed to an invalid S
. is invalid. Form kept open for next set of data.
number by putting the
wrong check digit on.
Screen display now showing:
Adrian Reed  The Man Who Knew Too Much,
2.3| 279882, 1-29388-99850-1 Data entered. Gilbert K Chesterton
This book has already been issued to Laura Brown.
Error message indicating that the book is not available.

Data for Test 3: Set of three book loans input

The purpose of the test is to ensure that the automatically generated date has changed. The

test must be carried out on a different day to test 1:

Input

Action

Expected output/results

Three more records added
on a different day.

635342, 8-03750-17864-2
985414, 1-15611-97903-2
941176, 1-28895-89933-3

Data entered using
on screen data
entry form.

Screen display should show:

Lynsey Watson The New Revelation, Arthur Conan Doyle
Neil Hall Initials Only, Anna Katharine Green
Jubilee Macro  Haunted-House, Charles Dickens

Changes to tblLoans:
Three records added to tblLoans with current date.
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Test 4: Dates in tblLoans

Nine dates have been altered so that three members have books that are newly overdue this
week and need reminders, three have books that have been overdue for more than three
weeks and three have books that are not overdue. The actual dates used for this testing will
need to be chosen on the day that the testing is done. The table shows how the dates will

altered

be chosen. Leave the last column blank for now:

week's reminder.

D h Al |
Record to be changed ate to_be chosen Reason for use ctual date
for testing used
141970 (Martin Skelton) 22 days ago Book is just overdue.
177028 (Kathryn Richardson) | 25 days ago Typical data for an overdue book.
393168 (Rebecca Elliott) 28 days ago Book s Ove.rdue Just within this
week’s reminder.
Book i due just outside thi
946287 (Gemma Berson) 29 days ago o0 ,IS ovelr Ue JUst olrside this
week's reminder.
944377 (Laura Brown) 40 days ago Typical data for overdue but outside this

514148 (Stephen Reed)

365 days ago

Extreme data.

635342 (Lynsey Watson) 21 days ago Book is only just not overdue.

985414 (Neil Hall) 7 days ago Typical data for book that is not overdue.
941176 (Jubilee Macro) today Extreme data for a book that is not overdue.
Input Action Expected output/results

Dates in tblLoans changed
according to table above.

Labels produced.

Address labels produced for:
Martin Skelton

Kathryn Richardson

Rebecca Elliott

The addresses should be those stored in tbIMembers for

these three members.

Book issue implementation

The table, query and form needed for the book issue system have now been designed. The

section that follows takes you through the implementation.

Firstly, set up the table, then create the query that the form is based on, and finally set up
the form. You already have experience of doing some of the tasks that are required in this
implementation. Where this is the case, you will only be given outline guidance of what to
do. If the task is something that has not been covered earlier, more detailed instructions will

be provided.

Work through the instructions that follow to set up the book issue system.
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Setting up the table

B Tablel : Table
Field Name Data Type

Desari

Loan rumber Autohumber
Merbership number Text

Book number Text

Date Date/Time:

[Tl

General ] Lokup |
Field Size:

Mew Values

Format

Caption

Indexed

Long Integer
Increment

Yes (o Duplicates)

Field Praperties

(2

Close your new table, saving it with
the name chosen in the design —

tblLoans. You should now see three
tables in the database view window,
ie tbIBooks, tblLoans and tbIMembers. =

Setting up the query

n
Book number
Title

Author

®
Loan number
Membership numt
Book number
Date

First narne
Surnarne
DOB v

(2

G Set up the table tblLoans, according to the design on

page 28. The data type counter that you need for the
loan number field is available from the drop-down list of
data types. You will need to set loan number as the key
field. To do this you should place the cursor anywhere
on the loan number row and click the primary key tool
on the toolbar. This has an icon that looks like a key as

shown below.

Primary Keyl

le format)

i Library : Database (Access 2002 - 2003 fi Q@|@
Open & Design "TIew | X | 25 E_
Objects 2 Create table in Design view
@j Create table by using wizard
# )
Queries L,-lé Create table by entering data
3 3 tbiooks
=3l Forms - tb -
@ Reports [ tbMembers
%3 Pages
2  Macros
@&, Modules
Groups

Now set up the query gryBooklssue following the
design given on page 29. You will need to add all

three tables to the query. Microsoftg Access should
show the links between the tables with lines, as in
the diagram on the left. If these links are not
present, click on the appropriate field in either
tblBooks or tbIMembers and drag to the
corresponding field in tblLoans. This will set up the
link that Access needs to bring the correct data

from the different tables together.

Make sure that you drag the membership number and book number fields from tblLoans and
not from tbIMembers or tblBooks.

Loan mamber Membership n 3
Mernbership numt First name  —
Book number SUFnanme
Date DOB v
£ L
Field: * |Membership number | Book number Date
Table: (thiLoans thiLoans thiLoarns thiLoz
Sork:
Shiow:

Do not forget the other fields — following your design on page 29. Save your new query as

gryBooklssue.
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®
thiMembers
Loan number
E Membership numt;
Town = Book number
Postcode sl Date
i) )
Field: |First ngme ~ | Surname Skreet Town Postcode Date
Table: |tbiMembers thiMembers thitembers thiMembers thlMembers thiLoans
Sork:
Show:
Criteria; <Datei)-21 and ==Date)-25
|@mm
Next, set up the other query that the book issue system will use. This is qryOverdue and the
design for it is shown on page 30. This query involves two tables, tbIMembers and tblLoans.
The link between the tables should appear automatically but, if it does not, then drag from
membership number in tbIMembers to membership number in tblLoans. Save this new query.
Setting up the form
&= Library : Database (Access 2022003e format) o Now yOU need to create
i s coson [T0ER] | s [ the data entry form for
Objects | (] Createform n Deson view the book issue system.
T Tables 2] create form by using wizard .
P In the database view,
T z""’ New Form select the Forms tab and
celoct ' - Do v then click New to create
eports T
eec . @ ukarorm: Columer a new form. Make sure
gryBooklssue 4 Pages AutoForm: Tabular . . :
. AutoForm: Datasheet that Design View is
from the 2 M Create a new form without AutoForm: PivotTable
drop-down N e AutoForm FivatChart selected and that you
- @& Modules Chart Wizard
list to base the _ FvotTable Wizard have used the drop-
form on the e down list to tell
correct query : 5 Microsoftg Access that
the object's data comes from h
the form is based on
gryBooklssue. Then click
OK and you will be
presented with a blank
form in Design View.
(2 Take a few moments to Fr—— Field list
familiarise yourself with i e v Ty T
the layout of the form Lo
design screen. Blank form
|
Use the field list, toolbox
and properties buttons on
the tool bar to make sure - Toolbox
that yOU Can see the fIE|d Format | Data | Event | other Al |
list, the toolbox and the e
properties window. et
Caption . . . .
. . Default view .
Fleld ist _ 1o0lbox Sl
Allow PivotTable View
Allow PivatChart Wiew
Al Fidibs
Properties window
Properties window
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v

ormat | pata | Event | Other | al
- INewington Junior Library Computerised

Record Selectors . .. ...... Yes.
Navigation Buttons . ... ... . Yes

Make sure that the properties window has Form at
the top. If it has not, use Edit/Select Form to make
it so. Enter the Caption text: Newington Junior
Library Computerised System.

Systerr ~

[ 3 + 5 B
weet:at |

Drag the sides of the fo

rm out until the form is 20 cm wide and 5 cm high. Microsoftg

Access takes its length unit from the value set by the regional settings icon in control panel.
(If your computer is set to work in inches then make your form 8 inches by 2 inches.) You
may find that 20 cm is too large to fit on your screen. This depends on the screen resolution

you are using. If this is the case, adjust the width of the form so that you can just see the
whole form on your screen.

R R
[1[# petar

R R O R R R T

1

[fiook Issue Screen| 1

Click the Label tool and

draw out a label near the centre of the form. Do not worry about

the exact size or position at this point. Enter the text Book Issue Screen in the label.

R R D R R T
L1[# petai

Book Issue Screen

Click anywhere on the form to get out of the label and then click back onto the label so
that it is selected. You will know that the label is selected if it has the eight black handles

showing. With the label

selected, you will be able to set the font to Arial 12 point, centred.

You will also be able to position the label at the top of the form as shown. The label in the
picture has had its background set to white so that it shows up more clearly. Your label will

have a grey background.

Form Name;
frmBooklssue
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(s ) Now put a drop-down list of membership numbers on the Control

form. Use a wizard to make this task easier. Make sure Wizard
that the control wizards are on. To do this, ensure that the Combo tool
control wizards tool on the tool bar is pressed. Then select box tool

the combo box tool and draw out a combo box control
somewhere near the middle of the form. The wizard
should take over straight away — see step 9.

This wizard creates a combo box, which displays a list of values you
i:\u::gcu from. How do you want your combo box to get its

_ 9 Firstly, the wizard asks where the data
O e e e ] for the list will come from. Accept the
Ol typeinthe vakes thet 1 wark: default setting, ie | want the combo box
(O Find  ssord oy fom baced o the vakue T sfectad n to look up the values in a table or query.

combo box, .
Click Next to move onto the next step of
S the wizard.

Which table or query should provide the values for your combo
box?

| Table: thiBooks
Table: thiLoans

@ The membership numbers are all stored in :
tbIMembers, so select this table as the source of |
data for the combo box. Click Next to go onto
the next step.

@ Tables O Queries  ()Bath

Cancel | [ <gak | mewt |
')
R @ You only want to see one piece of data
R from one field, ie membership number, in
o your combo box. Make sure this field

name is highlighted and then click the
single arrow to move it from the
Available Fields list on the left to the
Selected Fields list on the right. Click Next
to go onto the next step.

Awailable Fields: Selected Fields:

Cancel ] < Back Mext =

Combo Box Wizard

How wide would you like the columns in your combo bax?

@ Access will show some Samp'e data. This should To adjust the widkh o & column, g s ight edge to the wickh you want, or double-clck the
be a ||St Of membership numbers |f It iS not then right edge of the column heading to get the best fit.
you have gone wrong somewhere. Click the
Back button to go back through the steps to 7]
. . . . 141970
find and correct your mistake. If everything is e

. 168347

OK, click Next to go onto the next step. i

173253
177026

[ [Membership rurnbe]

Cancel < Back. Mext = Finish
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Combo Box Wizard

Microsoft Access can store the selected value from your combe box
in your database, or remember the value so you can use It later to

perform atask. When you select a value in your comba box, what

do you want Microsoft Access ko da?

" Remember the value for later use.

& Siore that value in this field:  [ENSEaTY  -]

Cancel <Back Nexk > Einish

@ Finally, the wizard will ask you what label you

want for the combo box. Enter the text

‘Membership number’ and then click Finish.

®

Boak Issue Si

erbership number [ [[Membership rumber < |
[ ]

@ Position and size the label and the combo box so that they
look like the diagram to the right. Select the label and use the B
properties window to change the font to 8 point Arial. Do

the same for the combo box.

Review your work thus far

@ Now you need to tell Access where to store
the membership number when it is selected
in the combo box. Remember that you are
entering a new record in tblLoans. You want
to store the membership number in the
appropriate field of tblLoans. This is why it
was important to make sure that, when you
set up the query, you dragged Membership
number from tblLoans and not from
tbIMembers. Select the Store that value in
this field button and then select membership
number from the drop-down list of fields.
Click Next to go onto the final step.

Combo Box Wizard
> ‘hat abel would you ke for your combo box?
[Membership rumber
Those are all the answers the wizard needs ta create your combo
0.
I™ Display Help on customizing the combo box.
Cacedl | Bk | | [_Emsh

You will now see your combo box. You will not see
the list of membership numbers in design view —
you will see that later in form view (see page 38).
The label is to the left of the combo box. It is
probably too short to show all the text. If you select
the label, you can lengthen it by dragging the
handles that appear. The label and the combo box
can be moved independently of one another by
dragging the large handle at the top left-hand
corner of each.

m

Membership numoer | [Membership _+
rumber
I I

So far you have created a form, added a caption, put a label ‘Book Issue Screen’ on the
form and created a drop-down list of membership numbers. Before carrying on with the

implementation, see what the form looks like in use.

You will remember that there are two views for queries, ie design view and data view. There

are three views for forms. They are design view (which is the view you have been in so far),

form view and datasheet view.
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Datasheet view shows the form in table format. You need form view to see the form looking
the way that you have designed and set it up. Follow the instructions below to see what your

form looks like so far:

Fl Microsoft Access

¢ Fle Edt View Insert Format To
(B &A%

WEe e |

2 Microsoft Access - [Newington Junior. Library Computerised System]

Ele Edt Uew Insert Format Records Tools  Window  Help
Arial - 8

M-y SkY
»

<l rolE==

2 TH A

Book Issue Screen

Membership number =

Completing the form implementation

o The View tool at the top left-hand corner of the Form Design tool
bar switches from design view to form view. Click the tool [@+ to
see the form in form view. _

You should see your form with the
caption you entered along the top
edge. If you click the drop-down list,
you will see the list of membership
numbers. Do not select one or you will
get an error message when you close
the form. You will also see that the tool
that you used to get form view has
changed to the Design View icon. Go
back to design view. If you get an error
message, click OK and try using Edit/
Undo current record before going to
design view again.

R

TR

R

B 1

AT 18 e 1 a0

o [ 2 15 4 s e T s s 0
| * e

Book Issue Screen

[Membership nurber [ Membership - [Book rumber |
rumber T

ook number - |

Back in design view, add another combo box that contains all the book numbers. This combo
box should look up its data in thlBooks, it should show only one field (ie Book number) and
it should store its value in the Book number field of tblLoans. It should have the label ‘Book
number’. The font for the label and combo box should be Arial 8 point. Your labels will have
a transparent background — their colour will look the same as that of the form.

The next step is to put a text box on the form. This will
be there to enter the date. Select the text box tool from
the toolbox and then drag the Date field from the field
list onto the form. A text box, linked to the Date field in

number

El

tblLoans, will appear on the form.

Text box tool
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‘ 1 z 3 4 5 13 7 & 3 10 " 12 13 i 15 18 7 18 13
W] # oot

Book Issue Screen

|membership number

[Book number

Membership
number T

|Baok number

Position the Date text box according to the design and use the properties window to change

the font to 8 point Arial.

One of the performance criteria for the book issue
system was that the date of the loan should be input
automatically. You need to set the property for the date
text box so that this happens. To do this, you need to
use the date function to put today’s date as the default
value for the text box. Make sure that the properties
window is showing and select the date box. Select the
Data tag on the text box properties window. Find the
row for Default Value and enter the function =Date()

5 frmBooklssue : Form

" Text Box: Date

Date ~

Format Data

Source .
nput Mask.. . . . .|
Default value . . . . =Date()
Validation Rule . .
Walidation Text .

Event

Fiter Lookup . . . .. 000 vt \Database Default _ v

R I R O

+ Detail

T
‘ Book Issue Screen

Membership number [ [Wemberstip ~ [Bock rumber [ [Back number
rumber 1 |
} J Il

Surname:

——+
T —
|

Loan rumber
|Membership nurmb

Make sure that the text box tool
is clicked before dragging fields

to the form

The final stage of the implementation is to put the text boxes onto the form to show the
additional information that the librarian wants to see. The text boxes will show the member’s
name and the book’s title and author. Your form design as prepared earlier (see page 29)
shows where these boxes should be placed. It is important that the text boxes are linked to
the fields. Select the text box tool (as you did for the date) and drag the field from the field
list to the form. Your layout may differ from the one shown in the diagram. Follow your own

design rather than the diagram. Save your completed form.

B Newington Junior Library Computerised System,

> Book Issue Screen
Membership number = Book number ‘ j Date: 10042006
Frstname: [ futhar: [
Surname: Titlz:
Record: 14 4 O N < | »|
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Testing the form

You are now going to perform Test 1 to test that your form works. This testing will be carried
out in three stages. The test report on pages 44 to 46 (Student worksheet 1) will bring all the
test results together. You will add to this test report as each part of the testing is completed.

Test 1 should show the addition of six new records to tblLoans. Before you add the records,
you should show that the table started out with no records. You can then add the six records

and show the table again. This will show that the six records have been added to the table
as expected.

Test 1: Following test plan 1 as given on page 30

o Begin your testing by opening the database table tblLoans in data view. You need to show

that, before testing starts, the table contains no records. Copy the screen and paste it into
Microsofte Word, PhotoEditor or any other available program that will let you crop, resize
and print pictures.

2l Document1| - Microsoft Word

Bile Edit View Insert Format Tooks  Table Window Help o Crop the image SO that It ShOWS the empty
DeEan &Ry B oro-laBOEE S table, is roughly square and is 2.5 inches wide.
B R R R O 2N Print a copy of the picture and cut out the

table. Stick it into Box A of the test report on
 tbLoans : Table page 44.

[T o rumber TMomersho ] Book marber | Date |
O

1031 e o I ol by s ety i s i st e [A]i=1e3]

Book Issue Screen

Membershin number 141970 - Book number 1-59507-33132-7 = Date. 10004/2008

First name: artin| Author: [Frances Hodgson Burn
Surmame: [Skelton Title: [The Dawn of & To-mon

Record: 14| 4 [ 1 b [#0 ]| of 1

Close the table and open up your form frmBooklssue. You are carrying out Test 1, which was
designed on page 30. Enter the first pair of data values (ie 141970, 1-59507-33132-7) and
check that the expected member's name, book title and author appear automatically on the
form. You will need to look at the test plan.

You can either use the drop-down lists or enter the numbers directly. The member’s name
should appear as soon as you exit the membership number entry box. The author and title
should appear as soon as you exit the book number box. You can use the controls at the
bottom left-hand corner of the form to navigate through the records that have been entered.
Use the button shown below to go to a blank form ready to enter a new record.

This button [»#| takes you directly to a blank form, where you can enter a new record.
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0

(5

Continue entering the test data for Test 1. Check

that each pair of numbers (membership number and
book number) gives the expected member’s name, D
book title and author. When you have entered all six SR 711 R - S
data pairs, close the form and open the table N e

& thlloans : Table

N N 7 I 3393168 2-47049-70431- 10/04/2006
tblLoans in data view. You may find that the values ] iokx7 lo7ewssi0| Ioouxte
in Loan number are different to those shown on the N B4 BIEATITES 10DATOE
right. This is because you have inserted new records 2L ohanber

Record: 4| 4[] 5 b [p[rx|of 6

and then deleted them. AutoNumber produces a
unique value and never reuses old values. It does
not matter if your Loan number key field values do
not match those shown in the diagram.

Now copy the screen with tblLoans in data view and obtain a 2.5 inch wide printout of the
table, just like you did in steps 1 and 2 of this testing for the empty table. Stick it into Box B
of the test report (page 44).

Test 2: Following test plan 2 as given on page 31

B2 Newington Junior Library Computerised System

Book Issue Screen

Membership number | [123456 - Book rumber | [1-29388-59850-1 - | Date: | 100472008

Fifsk name: Authar: [Gilbert K. Chesterton
Surname: Title: [The Man Who Knew To

Microsoft Access

Record: 14| 4 7IEE

g\ The Mcrosoft Jot databsse engine cannot find a record i the table thiMembers' wEh key matching iedfs)
1A

"Merrbisrship number’,

Open frmBooklssue. Click the button to enter a new record and enter the first pair of data
values (ie as Test 2.1 on page 31). You should see the book name appear, but the member’s
name will remain blank. When you click to go onto another new record, you will see an error
message appear.

Move the error message so that it is in the position shown. Do not close the form but copy
the screen and paste it as before. Crop and resize your image so that it is 3 inches wide and
shows the form and error message. Print the image, cut it out and stick it into Box C of the
test report (page 44).

B5| Newington Junior Library Computerised System
Book Issue Screen

Membership number | [279382 - EBook number  [1-29383-99850-% ~ Date: 100472008
First name: |Adrisn Author:

Surname: Reed

Microsoft Access

Title:

() The Microsoft Jet database engine cannot find a record in the: table tblBooks' with key matching field(s) ‘Book
LY

Return to Access, click OK on the error message and enter the data for Test 2.2. Take a
screen shot and print the result as before. Stick your printout into Box D of the test report
(page 45).

Record: 14| 4 7

13

 thiLoans : Table = 9 Now enter the data for Test 2.3. This time,

Loan number |Membership nu| Book number

| *| (Autohumber)

I
|| Record:

when you click to go onto a new record, there
ﬂ 141570 1-58507-33132- .
Iz T T is no error message. The data has been
T accepted and the test has failed! Obtain a
Slodtrr___|1zssmsonn screen shot of the table with the invalid data
7 27982 1-29303-99850- added. The image should be 2.5 inches wide.
Stick your printout into Box E of the test report

(page 45). When you have done this, return to

IR e T b e of 7

Access, select the row with the invalid record
and delete it.
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Test 3: Following the test plan 3 given on page 31

@ thiloans : Table [BE] o Check that you have deleted the invalid record
e added in Test 2.3. Then carry out Test 3 as

| 141870 1-89507-33132- . .

= 2 e given on page 31. When the test is completed,
= dabwr  oreenema print out a screen shot of the table with the

H Soddsrr 100006 o06KL- additional three records added. Your screen

l= Blesses o et shot should be 2.5 inches wide. Stick your

i= o176 1omgse0mE. screen shot into Box F of the test report (page
* | (AutoNumber)

45). Write a description of what the screen
shot is showing. Say whether or not the test
has been successful.

Record: 4] 4 T b [k [pk|of o

Implementing the address labels

Before continuing with the testing, you need to complete the final piece of implementation.
So far you have not implemented the address label design. The labels will be a mailmerge
document linked to qryOverdue, ie the query that identifies the members who have
overdue books.

Microsofty Word will report an error if you try to link a mailmerge document to a query that
has no results so, before you create the mailmerge document, we need to set up at least one

member with an overdue book.

Loan number | Membership nu| Book number

7141870 1-59507-33132- in the first record (fOI’ Martin Skelton

2177028 3-69387-22900-

3 393168 24704570491 borrowing The Dawn of a TOIT)OITOW) to be
joedl_Jidanl 22 days ago. This WI|| guarantee that there is
BSMIE |67B573Tam: at least one result in gryOverdue. Note that

8 635342 8-03750-17864-

3 985414 1-15611-87903- the date should be 22 days ago from today's
10941176 1-268095-89935-

utoumba) date, not from the date the book was
originally issued!

e o Open tblLoans in data view. Change the date

] CEEEEEEEEEE

Record: 14| 4 T

9 Check that there really is a record by opening T
your query qryoverdue In data VIeW At thls : First name Surnarme Street Towin Posteode Date
pOInt, I-t does not matter WhICh records you %Mamn Skelton 42 Falmer Roat Newington MEZ 1HH 19/03/2006
see as long as there is at least one.

: Mail Merge v x e Close your database and open Microsoftg
©|0|a Word. Select Tools/Letters and Mailings/Mail
Select docurnant ey Merge to open the Mail Merge wizard
What typ of docment are you working on? panel. Select Labels from the list of

O Letters document types and then click Next to

© E-mail messages move on to the next stage of the wizard.

O Envelopes

@ Labels

Omrect%

. . . rinter information

Q In step 2 of the wizard, click the Label options e

link to open the Label Options dialogue box. i e o o v (fuxo) >

Make sure that you have the Avery A4 and A5 el fematin :

. . Label products: Avery A4 and AS sizes v
sizes selected in the Label products box and T
H > Label information

choose a label type that is reasonably close to L75s1 - psdess | s

your chosen size. Look back at your design L7SS3 -pette Heght: 15"

diagram as required on page 29. e B T

L7565 - Parcel b
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Select Table @

e When you have selected a label, click OK to

— et o o move on to step 3 of the wizard. Click on
‘qysmussua 8/17/2005 12:03:01 PM  8/17/2005 12:03:01 PM  VIEW Browse and find and open your database
quuerdue 8/21/2005 11:42:42 AM  8{21/2005 11:41:28 AM  VIEW H
[E thlBooks % 8/17/2005 12:03:01 PM  8/16/2005 11:23:05 AM  TABLE flle Then SeleCt the query qryoverdue as
B thlLoans 8/20/2005 11:32:57 AM  8{17/2005 11:35:28 AM  TABLE the data source for your merge document
[ thiMembers 8/17/2005 12:03:01 PM  §/16/2005 11:23:05 AM  TABLE .
and click OK.
< >

(6

==

Mail Merge Recipients

2]
To sort the it cick the appropriats column heading. To narrow down the recipients displayed by @
speciic crteria, such as by city, click the arrom nest to the column heading, Use the check boxes or
buttons to add or remave recipients from the mai merge.

List of recipients:

You will see the data from your query displayed.
Click OK to close this dialogue box without making
any changes. Click Next to move on to step 4 of
the wizard.

Select Al Clear il Refresh
Eind... dt validate

28 8RY @< - & B e

. Btz e s e e

@ o=

Use the More Items link to insert the merge fields
for the top left-hand corner label according to
your design. Once this label is set up correctly,
click on Update all labels to copy the layout to
the other labels on the page.

(7

«Next Recordc
«Streety
«Town»
«Postcoder

«First_namey| «Sumame»
«Streets

«Towm»

«Posteoder

«Next Recordn
«Streety
«Towms
«Posteoder

«Next RecordxcFirst_name» «Suname»
«Street»

«Town»

«Posteader

You should now have a document with 14 labels
on a single page. Each label will consist of the
address merge fields.

lrdan SRY B o

QHOR=4 BT ur

3y e

Click Next to move on to step 5 of the wizard, E

R RN R R R R R S 81

where you will see a preview of your labels. You
should now see one label corresponding to the
record shown by gryOverdue in step 2 of this
section. Save your mailmerge document as Labels.

Martin Skelton
42 Falmer Road
B Newington
NE 1HH

Testing the labels

Test 4: Following the test plan 4 as given on page 32

B thlloans : Table

Loan number | Membership nu|

Book number

1141970
2177028
3393165
4946287
6 944377

6/514148

8635342

9985414

10941176
(Autohumber)

Record: 4| 4 3 b [H

1-69607-33132-
3-69397-22900-
2-47043-70491-
9-78636-58740-
1-29368-98850-
B-7B573-07526-
6-03750-17964-
1-15611-97903-
1-28825-88933-

|| of o

21/0G/2006
18/03/2006
15/03/2006
14/03/2008
03/0G/2006
12/04/2005
22/0G/2006
05/04/2008
12k04/2008

Start by filling in the dates in the last column
of the table on page 32. Remember that the
dates are worked out from today’s date. Also,
you will need to do your testing on the day
that you work out the dates so if it is near the
end of a lesson, calculate dates from the date
of your next lesson. The spreadsheet
DateCalculator.xls will work out the dates for
you if you prefer (your teacher will tell you
where you can load a copy of this file from).
Then change the dates in tblLoans to the dates
you have worked out. Print out a screen shot
of tblLoans showing these dates entered. The
screen shot should be 2.5 inches wide. Stick it
into Box G of the test report (page 46).

Close the database and open your mailmerge labels document (Labels.doc). Start the

mailmerge wizard and move to step 6 to perform the merge and print out the labels. There
should be three if the test has been successful. Trim your (full size) printout so that it fits in
Box H of the test report (page 46).
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Test 1

Box A

Box B

Student worksheet 1

Book issue test report

This screen shot shows the table tblLoans before
any testing had been done. There are no records
in the table.

This screen shot shows the six records that have
been added after Test 1 has been completed.

The loan number values have been created
automatically by Microsofts Access. The date has
been correctly inserted by Access and is the date
on which the test was performed.

The six records contain the membership numbers
and the book numbers given in the test plan for
Test 1. When the test was performed, the expected
members’ names, book titles and authors were
displayed on the input form.

The test was completed successfully and shows that the form frmBookIssue can be used to

enter new records correctly into tblLoans.

Test 2

Box C

Test 2.1: The data given in test 2.1 on
page 31 was entered using frmBookIssue.
When I tried to go onto a new record, an
error message was produced, indicating
that the membership number did not
exist. Microsoftg Access would not save
the record. The test was successful, with
the results matching the expected results

described in the test plan, and showing

that invalid membership numbers will not be accepted. The screen shot shows the form with

the invalid membership number entered and the error message displayed.

* File corrupted! Call support on 01223 350555 *
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Test 2.2: The data for Test 2.2 was
Box D entered with a valid membership number
but invalid book number. The result was
as expected, with the book details blank,
the member’'s name displayed and an
error message when I tried to move on
to enter a new record. This is shown in
the screen shot. The test was successful,
showing that invalid book numbers will
not be accepted.
Box E Test 2.3: The data for Test 2.3 was entered. There
was no error message when the data was saved.
This was not expected and so the test has failed.
This test shows that it is possible to issue the
same book twice, which is invalid. The screen
shot shows the table with the invalid entry on
the final row.
Test 3
Box F
Test 3:

* File corrupted! Call support on 01223 350555 *
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Test 4

Box G

Student worksheet 1

Test 4: The screen shot on the left shows the
test data dates for Test 4 entered into tblLoans.
The printout below shows the result when the
labels mailmerge document is merged with
query gryOverdue to produce the labels. The
three labels printed are the ones expected from
the test plan. The test has been successful.

Box H
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Book issue evaluation

After completing all the practicals and now that the book issue system has been implemented
and tested, you can complete the evaluation. Make sure that you refer to your testing, using

it as evidence. Mention anything that did not work and any problems this might cause when
the system is used.

Suggestions for future improvement:
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